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K§ Ifflt 

OFFICE OF PERSONNEL MHMOMKDM NO, 20-602-2 

SUBJECT: Determining and Recording In- end Out-Casual Status of 
Employees 


X. General: 

r 

<K , The Processing and Records Division (PRD) is responsible for 
establishing and maintaining necessary records concerning staff employees 
«ho ere assigned to positions on foreign field tables of organisation 
(T/O) but who are in an in— or out-casual status for training, transports, 
tion, or similar purposes <> 


2, Definitions: 
a* In-casual 

An employee who continues to encumber a position on a foreign 
field T/0 after- having returned to the United States on a permanent 
change of station (PCS), 

b, Q ut-caggal , - 

An employee who is assigned to a position on a foreign field 
T/0 but is actually performing duties or training in the United States 
or has not departed from the continental U, S, for his overseas 

assignment. 


3® 'Procedures s 

a. Identification of In-casuals: 

(1) Central Processing Branch (CPB) will initiate Form No, 
37-200, IN- AND OUT-CASUAL STATUS RECORD, (attachment) for each 
in-casual *p reports to headquarters and will transmit this 
form to Transactions and Records Branch (TRB) in triplicate, . 

(JlKum ^ 

(2) TRB will record the individual^ status as in-casual 
in the Position Control File, and distribute the Form No, 37-200 
as follows: 

(a) Original - Official Personnel Folder 


DOCUMENT NO. — — - 

NO CHANSE IN CLASS 

□ DECLASSIFIED ~ 
CLASS. CHANGED TOs TS 
NEXT REYlfi 
AUTHi Kjf 

DATE 


(b) One copy - Machine Records Division, Office of 
Comptroller 


X*ff 



029725 
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(e) One copy * Finance or Fiscal Division, Office 

of Controller, as appropriate , 

id) O/^ CofrAjy - C oAxeA Sf, fi/gjr &0*< r£ /****** A 

Copi-ss for distribution to tfea Office of Co^rolXer 
will bo forwarded daily fey transmittal memoranda 
addressed to the appropriate Divisions* 

b« Bsssoml from 2n-oasual Status* 


Upon receipt of an appropriate personnel action, TEB will 
indicate removal of an eaple^eejfr am. in-casual status by initiating 
Fossa lb® 37*200 in This change will be recorded in the 

Position Control Fils and the Fossa 8b* 37*200 distributed as indicated 
in paragraph 3a (2), above,, 

Oo Identification of Ou t-casualg * 

Span receipt of an appropriate personnel action effecting 
appointaient. or reassignment to a position on a foreign field T/o, 

TRB will initiate Fom So* 37*200., in placing the 

individual in an out^casual status* This change will be recorded 
in the Position Control File and the Fom So* 37*200 distributed 
as indicated in paragraph 3a(2), above* 

do Eeaoval -ftast Gut-casual Status*] 


Mioa CPB has established a definite date' of departure from 
the continental Tfaited States, Fom Bo* 37*200 will be conflated, 
in tsipH^tij^setting the date of removal fresa outgoes ual status as 
the date of departure from the continental United States* This 
change will be recorded in the Position Control File end the Fom 
Bo» 37*200 distributed as indicated in paragraph 3a(2), above* 

U» Deporting* 

a* The Planning and Analysis Staff (FAS) will compile a report 
m of the end of each calendar month including the following informs,- . 
tion bn casuals for Offices of the Deputy Directors { Administrat ion) , 7^1’ 
(Intelligence) , and (Plans ) a 5(thcf Office of vJa®mnieations, the Office 
of Tj*aining and the Office of Personnels) 


A machine records list of in«casmls, indicating name, 
organisation, and beginning date of in-e&sual status* 

(2) A machine records list of out-casuals, indicating name, 
organisation, and beginning date of out-casual status* 


These reports shall be distributed as follows* 

trt PAvwwkaa. 

latent Director fox 


(1) Collate report to the (Ass 

(2) Comply© report to toe Chief, PED 


for Personnel ) 


**[1 

& =» 
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{„>) One copy ox tb&t portion of tho rspoiii ooDosming h’fg 
respective jorisdistian to each of the folloalngs 

s~ ^ 

Deputy Directors (Adtaia ltet^fcioi a) t ( Intelligence ) •*** 
(Plans) ’ 

( Is distant Director for Gaajumisations \ 

B2x*seta r of Training / 


25X1A 



Deputy Assistant Direst «> 
far Personnel 


Attaeteaent 


=, 3 «, 

W OONFIDENTIAi, 
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